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SUBJECT+  Employment and Training of Clericsl Personnel

1. Genersl. The Interim Assigiment Branch, formerly the Personnel
Pool, hes &p its objective the lmprovement of the selaction and placement
of better qualified olerical personnel, The Interim Avedgmment Branch

(IAB) is operated Yy the Persounsl Office for the purpose of maintaining
s canstant reserve of olerical personnel for azsigmaent as regular tuen~-
over replscoments snd to supply expanding staffing requiremente. The
0ffice of Training is reeponsible for the training of clerkm, typiste,
stenographers, und seoretaries who arc assigned to IAB. The IA¥ serves
as the mediwm through which the Agenoy holds puch persommel during the
period of security proceesing and esubsequently until they are considersd
gqualified for thelr specific assignments.

2. Overseas hgsl t. It is highly desirable thalt personnel with
provicus Agency experience be utilised for overssas positions, Accordingly,
it ie the general polioy of the Agengy to £11l all types of overscas
clericsl positions ty transfor and resssigoment of present depertmentel
persormel,  AXl offices will give fullest cooperation in implementing
this poliay, which should stop mary of the present difficulties concerning
orientation, per diem; snd other problems evolving from the present :
practioe of recruiting externully for direct oversens sseipnment,

3. Slotbing. All clerks, typiste, stenogrephers, and secrataries
heroafter recruited will be slotted sgeinst positions of the IAD regsrd-
less of reoruitment souwrge. Clerical pergsomnel yecruited Yy members of
operating offices will be earmarked for cventual assignment to the
eperating office waking the referrsls if sugh asction is desired. Vacsnolies
in operating offices will be filled Yy plscement of qualified employees
from the IAB. Through this device, pogitions will not ba encumbered with
olorieal persormel in process who wmay finslly fail %o enter on duly. When
the Assistent Director (Persomnel) determines that exeepbion is Justified
he may approve slotting of a recrult directly sgainst an overseas position.

b ﬁt_;fmmﬁ : of Proficiengy. The Persomnel Office will enter on
duty in the 1IAB only thome persons who meeb the stenderds of proficiency
for the grades for which they are recrulbed or whome potentialities ssgure
that acceptable ptanderds of proficiency will be resshed through the
training given in the IAE, If an individual falls to attein these
acaeptable standards, the Office of Training and the Personnel Office will
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determine the sdvisshility of sdditiomsl training, If it is determined
that sdditional training weuld not be prefitable, the employee will
either be sssigned to another position net requiring the ekills which

he appesrs wasble to develop er will be sepsrsted for fmilvre to qualify.

5. Irsiniss. Al previsionally clesred glerical persemnel assigned
to the tske 2 %wraining oourse of st least two wesks' duwration
unleps nmlhcf tests indlcste no need for further training, in whiech
espe the individuals will be assigned avsilsble work projects. Insofar
a8 epersting office roquirements will permit, clerical persommel who
enter on duty only after full seourily clesranse will complete the same
tmutmmrmﬁ!pmmmamnﬁm&uﬁa IAD while
swsiting scourity elesrance. Since ceriain pertioms of the full training
mnmdgemmmﬁ, eseh ¢leared clark will be glvin twe
days snd all cthers thrse days of training lmmedistely prior %o release
from the IAB, This lattar training will consist of practiosl spplications
of offies provedures and skills for uhieh the new employee will be held
Tmﬁmo

o é. Wo scte. FProvisionally cleared elericsl pmnn@l in the

188 will ad Yo perform work projests for all periode not dovoted
to the training program. The Personnel Office will sveept unclaseified
work projects from operating offices, providing deadline commitmerts sre
not imvolved. In erder theat such work projects will not bteeklog o the
detrinemt of the operating offices, the Persomnel Office will seocept them
anh%t&a%%ﬁo%‘smwmwn%mmtcw
pletion in & ressomable period of time.
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